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ToolsProcesses

Focus on “People”

Project Project Proposed 
Project
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Right People =

Right Skills Right Jobs Right Time

• Competency Model
• Learning Tracks/

Curriculum Plan

• Home Room 
(Organizational 

Structure)

• Resource Planning
(# of staff, timing)
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Benefits of Resource Planning

• Management & employees know what projects everyone is 
currently working on 

– Maximizes staff productivity

• Predict and plan where people should be working (Addresses 
uneven workloads)

– Right people; right skills; rights jobs; right time.

• Allows management team to plan future activities knowing that 
they have the resources available. 

• Team Leads know they have the people they need to achieve 
project goals.

• Supports Performance Consulting and Homeroom concepts
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Roles

• Process Owner (Tony & Debbie May): manages resource 
planning spreadsheet.  Reminds management team and team 
leads to update.  Gathers manager team every quarter to 
evaluate project mix & resources.

• Team Leads: update resource planning spreadsheet.  
Estimate who they will need on the team.  Estimate anticipated 
time for each resource.

• Review Board: determines future projects.  Assigns team 
leads.

• Anne/Tony: review resource request forms.  Facilitate 
conversations with effected managers.
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An Example

Resource 
Planning Used 
to Determine 

Staffing 
Availability

Management Team 
Evaluates Project 
Mix and Resource 

Planning 
(Quarterly)

• Project Request 
Form • Resource 

Planning 
Spreadsheets

• Project Request 
From

Review Board 
Receives 
Request

Review Board 
Accepts 
Request.  

It’s a Project!

Team Lead 
Manages 
Project

• Status Report
• Milestones Chart
• Dashboard
• Workplan
• Resource Planning 
Spreadsheets

Scope of Project 
Changes.  Team 

Lead submits 
resource request to 

Anne & Tony.

• Resource 
Request Form
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Resource Planning Process

Each quarter 
Debbie May 

sends email to 
Team Leads w/ 

last spreadsheet.

Team Leads 
submit resource 
requests for next 

2 quarters.

Anne & Tony 
review and 
reconcile 
resource 
requests.

Team Leads 
informed of Anne 

& Tony’s 
response.

Resources 
approved?

Team Lead 
responds with 
scope, budget, 
and impacts.

New Resource 
joins team.

Impacts 
agreed 
to by 
Anne/ 
Tony?

Yes

No Yes

No


